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SEGURIT‘( INFORMATION

1. Bamig Pungtdopr To coordinate, supervise, and plan administrstive
25X1A services activities of FEJJJ} Weshington Headquerters.
2,

Branch wus organized in Felrusry, 1952, and sssumed certain duties which, uwp
to that time, had been henmdled by various other FE. Branches on the follow=
ing baslis:

' a. The Office of Operstions, loglstios Branch, wes required to
supply on a temporary basle certain operstional equipment to ?B/. 25X1A
perscnnel under oxders for TDY overseas., Under normal comiitions, 4%
required approximetely three weeks to obtain guch equipment from Agenoy
stocks. Since these TDY trips were frequently made on & comparatively-
short notlce, the Office ~f Operstions begen to maintain & emsll mumber
of the items commonly requested in its office safes. As the volums of
such requegts increased, the Logistics Branch of FEJJJ] recuested that the
0ffice of Procurement and Supply, CIA, teke over this fumtiﬁn and maine-

25X1A

25X1A

tain s supply room for-all area divisions for such purposes., An arrange-
ment could not be effected on the matter; therefore, when the Admintstra-
tive Jervices Branch wee created, the funstion of operating a supply voon
25X1A  for FE/J} vWashington Headquerters, wes transferred to it.
b, The Personuel Branch originally handled plysical internal security
meagures and housekeeping funstions for FE/JJJ] These functiong were also
diverted to the Administrative Services Branch when it was orgenized,
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o. Other miscellanecus functions handled on an gd hog basis by all
elomente of FEJJl such es mep requirements, were centralised under the
Admintetrative Services Branah, -

3. " orkl.

a. W Statistics do m, end ean not, convey more than
the end product of & long prior procass of planning, aowdimtim, and
1laison. Therefore, while not by any means completely indicetive of the |
magnitude of any spsedfic ectivity, the most reliable conaept of the work-
load which has been required of the Administrative Services Branch is
effered by the statisticsl resumes set forth belov,

b. Supnly: The Administrstive Services Brench 1& responsible for —
epez*atian of & supply room for issusnce of opsrational equipment to FEJJJ]
parsonnel on o temporary basis ss well ss for receipt and issuance of all

25X1A

local supply deliveries to FEA] Westington i{a&dquarters; in sverage of
65 requests for suppliec iz processed each month.

o. 2eryiges: The Administrative Services Branch is responsible for
internsl administretion of housekeeping funations, coordination of esrvice
requirencnte, and other related activities pertaining to housekeeping
services., An average of 500 requests for servicer iz prosessed each month.
4. Organization:

e. Qugppent: Ko Table of Organdzaticn has been spproved for the
Administrative Jervices Bramch., In reslity, 1 persom is ourrently being
utilized in the Administretive Jervices Branoch,

b, The propoeed Table of Opganization ocontemplates 3
slots for the Administrative Servises Branch.
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